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1January 20, 1960

The American University
School of Government and Public Administration
|907 F Street, N. VJI
llashington 6, D. C.

llembers of the Interagency Records Conference will be
pleased to have a special listing of courses in Records iManagement,
Archives Administration, and related fields that the School of Govern-
ment and Public Administration will offer during the Spring Semester
1960. There is also enclosed a folder describing the intensive In-
stitutes on Records lianagement and on the Preservation and Adminis-
tration of Archives, scheduled for the period from May 16-27, 1960
and June 6 - July I, 1960 respectively.

54.443 [1ANAGEMENT OF SPECIAL TYPES OF GOVERNMENT RECORDS. 3 credit
hours. Consideration of special types of government records in rela-
tion to problems they cause in record keeping such as personnel,
accounting, public relations, and statistics.

The National Archives, Pennsylvania Avenue at 8th St., MN.W.
Wednesday, 6-8:20 p.m. Conference Room. Helen L, Chatfield,
Adjunct Professor (Archivist of the University) and Marie
Char lotte Stark, Llecturer (Chief, Records Division, Inter-
nattonal fionetary Fund).

54.543 HISTORY AWD ADIINISTRATION OF ARCHIVES: PRINCIPLES ARD
TECHNIQUES. 3 credit hours. Discussion of the most important phases
of work with archives and private papers. Field trip to near-by
State archival agency.

The National Archives, Pennsylvania Avenue at 8th St., N.W.
Conference Room. Tuesday, 6-8:20 p.m. Ernst Posncr,
Professor,

54.546Y PLANNING AND ADMINISTRATION OF A RECORDS PROGRAM: MAIN-
TENANCE AND RETIREMENT. 3 credit hours. Problems of mail and tele-
communications; fifges planning, systems, procedures, equipment, sup-
plies, and space; paperwork quality control; scheduling, destruction
and transfer procedures, '

The Pentagon, 1E-677. Honday, 5:15-7:35 p.m. S. J. Pomrenze,
Professorial Lecturenr,(Supervisory Analyst, Records Adminis-
tration Branch, TAGO, Department of the Army).

Open to civilian and military employees of the Department
of Defense.

54,640Y DOCUMENTATION IN MANAGEMENT. 3 credit hours. Relation of
management to documentation.

The Pentagon, 5D-538. Tuesday, 5:15-7:35 pem. Lea Bohnert,
Lecturer (Data Research Specialist, RCA Service Company).

Open to civilian and military employees of the Department
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54.691 IN-SERVICE TRAINING PROJECT IMN THE WATIONAL ARCHIVES. 3
cpedit hours.,

Hours arranged. Theodore R. Schellenberg, Professorial
Lecturer (Assistant Archivist of the United States,
MNational Archives).

RELATED COURSES:
54.504 TECHNOLOGY AND ADMINISTRATION. 3 credit hours.

1901-1911 F Street, HuW., Thursday, 6-8:20 p.m.
Lowell H. Hattery, Professor,

54.526 OFFICE MANAGEMENT AND CONTROL. 3 credit hours.
19011911 F Street, N,W. Tuesday, 8:25-10:45 p.m.

W. E. Dewey, Adjunct Professor (Management Consultant,
Department of the Air Force).

55.520  AUTOMATIC DATA PROCESSING SYSTELS. 3 credit hours.

Uptown Campus. [onday, 7:30-9:50 p.m.
William R. Divine, Ajunct Professor (Assistant
Comptroller, Southern Railway System).

Also offered to Department of Defense Personnel at the
Pentagon (Tuesday) and at Arlington Hall Station (Monday),
5:15-7:35 pum,

55.521 PROBLEMS OF AUTHOMATIC DATA PROCESSING SYSTENS. 3 credit
hours. A

1901-1911 F Street, N.W. Tuesday, 8:25-10:45 p.m.
Frank W. Reilly, Lecturer {(Special Assistant to the
Assistant Administrator, Veterans Administration

Available to Department of Defense Personnel at the
Pentagon (Thursday) and at Arlington Hall Station
(Wednesday), 5:15-7:35 pem. Also offered Thursdays
at the General Accounting Office to employees of the
GAQO and other Federal Employees.

Registration for Spring Semester courses will take place at
the University’s Downtown Center and Uptown Campus during the follow-
ing periods:

Wednesday ~ Friday, February 3 - 5, 12:30 - 7:00 p.m.
Saturday, " February €, 9:30 awna - 12:30 p.m.

For information concerning registration for 0ff-Campus courses
call Dr. Burr, Director, Off-Campus and In-Service Programs at the
Downtown Center, 1901 F Street, N.W. (STerling 3-4940, ext 29) or

request the Univessihiy. & AR RS LodoosREB Dob fotdy. £ rograms .
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Inquiries concerning offerings and programs in Records
Management and Archives Administration should be addressed to
Ernst Posner, Head, Records and Archives Administration Progranm,
School of Government and Public Administration, The American Univer-
sity, 1901 F Street, M.V, (STerling 3-4940, ext. 12).

Second Institute of Information Storage
and Retrieval
June 6 - 17, 1960
Principal Instructor: Dr. R. M. Hayes
For information write or contact
Professor Lowell H. Hattery, 1001 F St., N Q.
STerling 3-4940
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MANAGTNG REPORTE ARD FORMS

Forws snd ceports are tools which help reagulate snd coptrol the
business mansgewent and operations of the Nevy., To provide the best
in forms avnd reports Lty are aralyzed at various lewels of the Naval
Eatablishment. Eseh form or report vust weet the criteris: Is it
neceasary? Will it do the Job? Is it worth the cont? ¥Forwms end
raports and relsted provedures ere improved or simplified by eliminsting
uanecessary ones, reducing the swount or the Treguency of the infovwa-
tion vecorded or veported, consolidating snd stendardizing Torms or
vgports, and iasuring dats adegquate for intended usage. A review is made
of the procedures in which the forwms and repovis sre wsed to lusure
that the proceduwres ag well as the forwms ard reports are sivple snd
et'fective .

Yhe wanagewent end fwprovemsnt of fores and reporis is accowuplisied
Shvough the operation of forms and reporis mersgement Installstions
Lozated at the verious orgaplzational levels wheye the formse or report-
ing requiresents sre initiated. Trained forws or repcrier ansiyets
who operste the installstions provide operating officials with the
stelf nsmisgtance pecessery to insure that forws and reports and
related provedurss bert sult the peeds of the activity.

Foraw or reports mapageuwcadt installations have deen established in
the Office of the Chlef of Naval Operationa; Hesdqusrters, U. S. Marine
Corps, and bwresus and offices of the Navy Depertwent. Forops mansags-
went instsllations are in operation in 13% naval shore activitienm.
Reports wanagewent instmllations bave been egtsblished inm 165 naval
ah@m achbivities and commands of ‘mez Operating Forces.

In addition to the forms snd reports mansgesent instelllations,
zontiouing action ie taken at all levels of the Nawvul Esteblishwent
to improve and siwplify forms and reports and their relmted procsdures.
A1} activities ave encouraged to submit recommendstions to eliwinmmte
or improve foras and reports to the higher echalons which reguire them.

. During the pasi year, 167 people attended the treining classes in
forms espagewent given in the Depardtwent snd in the nsval districts.
flrety-gix people attended Lhe courges In reports wanagewent.

During fiscal year 1953, sctivities having forme menagewent instal-
lations eliminated 21,017 seperate forme, consolidated 3,240 separate
forms into 288, revised 6,161 forms for more effective operations, and
standardized lh 086 m&ividml forws. During the ssme perlod, activities
operating mports senagenant installations cancelled 1,687 reports,
withdrew 129 proposad reports before they were issued, and revised 938
to provide wore sdequete dats or reduce papsrwork.

Az a suppleeent to continuing reports mesnagement, intensive Nevy-
wide reviews of all recurring reporis by all activities and commmnda
have been conducted periodicslly. A review completed in October 1953
resulted in the cancellation or ilwprovement of 3,961 reports and the
release, Tor other work, of time eguivalent to approximately 400 wan-
years annuelly. Alwost 329 of the reports required by the Nevy Depart-
mﬂtﬁppﬁom Rt Rbiexu2004/08/301 @i\ -ROMLA-00006R 0O 100 6 tA0 4, Yies
end commands of the Operating Forcer were cancelled or improved during
thin review.



